Employees that can accept Credit Card Payments

Loginto MyWingsand click through each phasaown below:

5) Click on theemployees that can accept Credit Card Paymdimk under Treasurpffice.




6) Select the Department and click the Néuxitton.

7) Indicate if your department still accepts credit card payments and rodigk
*NOTE: If “No” go to step 9.
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8) Enter the Number of Employees that can accept credit card payments and click thieulNert
*NOTEInclude yourself in the count if you are one to the people that can accept credit card payments

for the selected department.



9) Enter the Employee IDs that can accept credit gagiments.
*NOTES:

a. You can use the search by clicktioa (Q ) nextto each field if you don’t know thehi#.
b. Enter in all Banner ID’s and don’t forget your own, if you handle cardhaolale.

Employees that can accept Credit Card Payments
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Employee # 2: [Nooos3azos
Employee # 3: [ Q
Employee # 4: [ Q
Employee # 5: [ Q

10)Click Submit at the bottom of thierm.

11)Yau will get a confirmation message letting you know that the form eamapleted.
*NOTE: If you have more than one department make sure to repeat the process for the other
departments.



